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MEMORANDUM FOR: All Members or Alternates of the
OTR Educetion Committee

SUBJECT t Scheduled Meeting

1. A meeting of the Education Canmittee will be held on
18 February 1960 at 0930 hours in the OTR Conference Roam, Build-

25X1 ing| |

2, This meeting will consider the attached outlines as scme
of the pertinent arsas to be included in the Instructor's Handbook.
Plesse look over these outlines in order that you will be femiliar
with proposed coverage in these arees and can make suggestions as
to possible additions or revisions.

25X1 3, At this meeting we would also like an interim report fram
the committee of | | who are studying the
orientation and briefing policy and procedures for instructional
personnel new to OTR or returning to OTR from a rotational assign-
ment,

25X1

Cheirman

25X1
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SENDER WILL CHECK CI 3IFICATION TOP AND BOTTOM .

| "UNCLASSIFIED | “wCONFIDENTIAL | | SECRET
.= CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS INITIALS DATE
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6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATiON
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
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/~FOLD HERE TO RETURN TO SENDER _
/HROM; NAME, ADDRESS AND PHONE NO. DATE
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SUGGESTED "TABLE OF CONTENTS" FOR OIR INSTRUCTOR HANDBOOK

] I. INTRODUCTION TO{OTR 4 ot ot s )
’ Policles P350ewa, ptil if, Ceress S DI, gan'l clarin et
Why OTR courses b [i::::fj 25X1
What are course requirements
Where do we get the requirements
Who are the students
Where does the instructor obtain assistance
Who are the instructors (refecHnr critese) 25X1
Where is training conducted (Headquarters, P Overseas
1] II. PLANNING
Course
Lesson
1 How the student learns (principles of learning)
] ITI. TECHNIQUES OF INSTRUCTION
For each below: Delimit term--suggested uses, illustrations
(except Audio- Advantages and disedvantages
Visual aids) How to arrange end conduct it
How to determine effectiveness 55y
Seminar _ Demonstration 'Role playing Note tsking
[ ] o Panel Field exercise{igritiques Tutorial - operwt ik
Lecture Written exercises {Required reading oblewt Soleng
Guest Spesaker ,Case Studies Questioning Techniques Audio-Visual Ailds
|:| "‘C/i"{“,s;“ e e e 7Y
] IV, TESTING AND EVALUATION

Use as a teaching device
Use to evaluate the student
Use for reporting to the supervisor

| V., PROBLEMS IN THE CLASSROOM

Interest

Individual difference

Tardy students--absenteeism

The shy or verbose student

Types of difficult students and hints as to methods of handling them
Others + « »

VI. OTR SERVICES AVAILABLE TO THE INSTRUCTOR
Support Staff:
Visual eids(films only): Audio aidss TV: Graphics; Reproduction:
Intellofax runs: Channels for obtelning guests speakers (outside
the Agency)

Registrar Staff
Library
PPS
AES
VIYT. BIBLIOCRAPHY: References keyed to chapter items
25X1
VIII. APPENDIX S £
| |OTR organizational chart JOT Program Compionent hrawning
[::::]Regulations, notices, ete. ‘ ‘ " 25X1
T A e ErnrT
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PEEL TMINAEY DU TL N
For O Handbook for Mew Instructors

Part J--Course Planning

(Hote: Curriculum planning has bheen omithed tecause it fs vriikely Lut
\l
a

o
naw instructor will be called on 4o plan a curriculum.
I, Introduction

A. Conditions under which a uew instructor is inveolved in couwss»
planning

l. Planning a new course
2. Planning the revision of an existing course
B, Basic requifements in planning a- course
1. Determining the objectives of the course
2, Determining the tyneé ol situcdents who will tace the coursa
3. Determining ths types of writitsn materials required by
2. OTR administration
b. The insirvuctor's supervisor

c. The instructer, fur Leaching the goue

¥}

e
d. The student, for taling the course
I, Writing course objsctlvas
A. Reviewing mission and function of OTR, the schocl, and the faculty
B, Determining specific necds which covrse is intended to satis’ly
€. Principles for writing covrse oblectives

III. Determining the types of stwulents whoe will teke the course

a3}

A, Reviewing requests for the covrs

B. Interviewing TiO!'s in ofiices wiich will use the course

C. Reviewing course clblestives in thoe 1izht of typss of students
who will talke the course
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;z basle documents

e

iV Prepar:

&. For OIR Administration
1, DT catalop description (inclules objectives)
2. OTR Jong-range schedule

E. For the instructor®s super

2

risor

-

1. Syllabus (course cutline) (inciludes obiectivas)

VS

2. Lesson plans {include objeciives)

3. Request for classrycom spacs

[#]

C. For the instrueter

1. Lecture notes {inclndes use
and teachinz matihcds)

2. Visunal aids

3. Lists of nsedst ecuing

L. Lists of ouisids spua s wl oblwr partloipants
So Lists of ficld trins
€. Form for students® criiiaue of the courme
T. Form for instrucicris svaluation of tae students

D. For the studentis
1. Course scheduls
2. Assignmentis
3. Exercises

L. Reading 1isis

.
2
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Training Evelustion
&, What it i3 and is not
B. Purposes
C. BDasic rewuiromsnis for gccurste training evaluation
J. Validity
<o Relisbility
Je Ohjectivity

De Basiec rowmiruments for useful treining evaluation

Be Some mothods of treining eveluation
Fo Cozmon pltialls in training eveluation

Go OIR remirenments for training evaluation and for
vaporving of student achievament

He Soms ugeful references on training evaluation
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